Kentucky Health Benefit Exchange

Kentucky Health Benefit Exchange

Application Assister

Welcome Packet




KHBE Application Assister Welcome Packet

This Welcome Packet is desighed to onboard and introduce new
Application Assisters and Certified Application Counselors (CACs) to
the Kentucky Health Benefit Exchange’s Application Assister Program.
This document provides an overview of the onboarding process and
detailed onboarding steps. Additional Application Assister training
materials can be found on KHBE's website at KHBE.ky.gov.
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Welcome Letter

Getting Started with the Kentucky Health Benefit Exchange

KB

Kentucky Health Benefit Exchange

Welcome to the Kentucky Health Benefit Exchange (KHBE) Application
Assister Program! KHBE oversees and manages the program, the
certification process, education and outreach, and program information.

As an Application Assister, you will work with individuals to complete
applications and facilitate their enrollment in health coverage, by helping
them navigate through either the Federally Facilitated Marketplace (FFM) or
by determining their eligibility for Medicaid or the Kentucky Children’s Health
Insurance Program (KCHIP) through the Benefind Self Service Portal (SSP).

KHBE is obligated under federal requirements to track both federal and state
training completions for all Application Assisters and Organization
Administrator. KHBE coordinates and monitors these training requirements.
This packet outlines the curriculum for the required trainings that you will
need to complete before you become certified as an Application Assister/
Organization Administrator. Please read the instructions carefully as you
navigate through the certification process and follow the steps in the order
they are listed. Do not skip any steps.

If you have been designated the Organization Administrator, you will have
additional trainings that will be required. Not only will you be trained on the
roles and responsibilities of an Application Assister, but you will assume the
responsibility of managing your organization and its users in the Kentucky
Online Gateway (KOG). KOG is the platform from which Application Assisters
access Benefind SSP and Assister training. The information in this packet will
help you differentiate your role as an Organization Administrator from the
role of an Application Assister.

Thank you for assuming the role of an Application Assister/ Organization
Administrator. It is the dedicated efforts of the Assisters like you, which
allow Kentucky to lower its uninsured rate and provide access to quality
health coverage for all Kentuckians.

KHBE Team
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Application Assister Onboarding Glossary of Terms
KHBE has put together a glossary of terms for Application Assisters to review
to help them through the onboarding process.

Application Assister Onboarding Glossary
Term Definition

Assister / Assister Training Role Roles assigned to Application
Assisters in the Kentucky Online
Gateway that grants them access to
training and Medicaid enrollment

Benefind Self Service Portal A Kentucky Commonwealth website
used by Application Assisters to
enroll individuals to Medicaid.

FFM Federally Facilitated Marketplace

HealthCare.gov A health insurance marketplace
operated by the federal government
to help individuals shop for and
enroll in affordable, private health
insurance through the federal
marketplace.

KCHIP A program that provides health
insurance for children. The program
was enacted to provide health
coverage to children facing barriers
such as prohibitive cost and lack of
access to coverage.

Kentucky Online Gateway A website: KOG.CHFS.ky.gov, that
Application Assisters visit to access
the Self Service Portal.

Medicaid A federal and state program that
provides health coverage to low-
income adults, pregnant women,
children, and individuals with
disabilities.

My Purpose The Commonwealth of Kentucky’s
Learning Management System
where Application Assisters
complete training. My Purpose is
access through the Self Service
Portal.
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Application Assister Onboarding Overview

New Application Assister Onboarding Process Flow
New Application Assisters, Certified Application Counselors (CACs), and
Organization Administrators should follow the high-level process flow below
when onboarding and completing trainings on KHBE's Learning Management
System. The below process flow is divided by responsibility. See the
following sections for detailed steps for each stage of the process flow.

Start: A new

Application
Assister / CAC
requires

onboarding

Org. Administrators KHBE should...

- —

Application Assisters
Should...

1. Create a Kentucky
Online
Gateway(KOG)
Account

should...

2. Invite Application

Assister to only the

Assister Training role
in KOG

3. Complete the FFM
training through
CMS’s website and
state trainings
through KHBE’s LMS

4. Invite the
Application Assister /
CAC to the Assister
role in KOG

Finish: The
Application
Assister / CAC has
now completed
onboarding

Once an Application Assister / CAC has completed onboarding, they should
have access to KHBE’s Learning Management System and the Benefind SSP I

5/1/2020
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Creating a Kentucky Online Gateway (KOG) Account

To access important Application Assister programs such as Benefind SSP and
KHBE's Learning Management System (LMS), Application Assisters must
create a Kentucky Online Gateway (KOG) Account. Follow the steps below to
create a KOG Account.

Please note: To create a KOG account, Application Assisters must use a I
valid work email that has not been used for a Citizen KOG Account I

1. Create a Kentucky
Online

Gateway(KOG)
Account

Steps to Create a KOG Account
1. Navigate to the KOG home page using Google Chrome
e https://KOG.chfs.ky.gov/home
2. Select “Citizen or Business Partner”
3. Select “"Create Account” located at the bottom of the screen

Welcome to the Kentucky Online Gateway

lama

f Please complete your Kentucky Online Gateway Profile

¢ your pastwond OR cick on the Cancel Sutton below o log #10 your accaunt
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Enter a name into the “First Name"” field
Enter a name into the “Last Name” field
Enter a response into “Username” field
e The Username chosen is the name that will be shown in the
CHFS Public SharePoint Site’s history once a record is created,
edited, or submitted.
e Username example: FirstName.LastName—William.Smith
e Username example: FirstNameMiddlelnitial.Last Name—
WilliamJ].Smith
7. Enter the User’s mobile phone number into the “"Mobile Phone
Number” field
8. Enter a password into the “"Password” field
e Password must be at least 8 characters in length and contain at
least one number, one lowercase letter, and one uppercase letter
9. Enter the previously selected password in the “Verify Password”
field to verify the password
10. Enter a valid work email address into the “"Email Address” field
11. Enter the previously selected email address in the “Verify E-mail
Address” field to verify the email address
12. Enter a street address into the “Street Address 1" field
13. Enter a street address into the “Street Address 2" field
14. Enter a city for the street address provided in the “City” field
15. Enter a zip code for the street address provided in the “Zip Code”
field
16. Select a preferred language from the “Language Preference” drop-
down box
17. Select a question from the “Security Question” drop-down box
18. Below the previously selected security question, enter the response
for the security question in the “"Answer” field
19. Select a question from the second “Security Question” drop-down
box
20. Below the previously selected security question, enter the response
for the security question in the “"Answer” field
21. Select “Sign Up”
22. A confirmation notification will display, and an email notification will
be sent to the email provided within the profile screen by the User

oune

Please complete your Kentucky Online Gateway Profile

O voura nas been requested and is pending email verification. Please check your email and click on the Iink Provided to verify your 4ccount. If you 40 not see The verification email in your inbax, plsase Check your spar
of junk folde
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23. Once the automated activation email has been received, select the
“activation link” in the email
e The activation link must be selected within 24 hours to
complete the verification process or the account request will be
deleted, and the registration process must be completed again

Account Verification Tue Jan 29 2019 10:20:19 GMT-0500 (Eastern Standard Ti
KOG_DoNotReply [ KOG_DoNotReply @ky.gov fexihimi

me) %

Toseph Kella (Toseph Kellal),

This email is to help vou complete the last step of account set-up. Your new Citizen account Username is:
Joseph.Kellal

Click on the below link now, to activate your account.

iaslaz cLE L TRET- N LI R WA LT 0TI NAUE el e O PRk

ity answers, you may Click here to sign in.

Kentucky Sel£-Se
NOTE: Do not reply to this email. This email account is only used fo send messages

Privacy Notice: This email message is only for the person if was addressed to. It may contain restricted and private information. You are forbidden to use, tell, show, or send this information without permission. If you are not the person who was
supposed to get this message, please destroy all copies.

24. Select “Continue to Logon” located in the bottom right corner of
the screen
25. If an Application Assister provided a mobile number, the Application
Assister will be prompted to register that mobile number. An
Application Assister may skip mobile registration at this time by
using the button in the bottom right corner of the screen. However,
to register a mobile number follow the steps below.
e To register the mobile number, the User will select “Send
Passcode” next to the prepopulated phone number
e The User will receive a text message on the mobile device
containing an 8-digit code
e Enter the code received in the Enter Passcode field
e Select “Validate & Verify”

e The User will receive a notification that the mobile device has
been successfully validated and the account has been created
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e Select “"Continue to Logon” in the bottom right corner of the
screen
e The User will be navigated to the KOG Home Page
26. Select “Citizen or Business Partner”
27. Select “Sign In”

Welcome to the Kentucky Online Gateway

28. Enter the credentials and select “Log In”

KOG Registration is Now Complete!

I For more KOG information and troubleshooting please refer to the KOG
| Quick Reference Guide on the KHBE Website: KHBE.ky.gov
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Inviting Application Assisters to the Assister Training Role

Inviting Application Assisters and CACs to the Assister Training Role must be
completed by an Organization Administrator. Organization Administrators
complete the invitation through the Organization Management tile from the
KOG dashboard. Once an Application Assister / CAC has been invited to the
Assister Training role, they will be able to access KHBE’s Learning
Management System. Organization Administrators should follow the steps
below to invite an Application Assister to the LMS Training Role.

2. Invite Application
Assister to only the

Assister Training role
in KOG

Steps for Organization Administrators to send the Assister
Training Role Invitation
1. Navigate to the KOG home page using Google Chrome
e https://KOG.chfs.ky.gov/home
2. Select “Citizen or Business Partner”
3. Select “Sign In"” located at the bottom of the screen

Welcome to the Kentucky Online Gateway

Sign into your KOG account using your user name and password
Click “Launch” on the Organization Management Tile from the KOG
Dashboard

ui bk

Organization Management

The Organization Management Application
enables external business partner organizations
to onboard and administer access to users

within their organizations from a centralized

management tool.

Launch |

6. Click "Manage” next to the organization you need to manage
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Kentucky Wlcoma Justis Mulllns | My Account | Sign Out | Help

Online Gateway

Org Name M
Organization Name Organization Type Name
Accent Therapeutic Services OKHBE Azsisters

7. Select the “Invite Users” tab and search for the Application
Assister’s name in the “User to Invite” search field

8. Click “"Add” next to Assister Training and Cornerstone OnDemand
9. C(lick “Send Pending Invitations”

Kentucky Wakoms Jurths Mulllss | My Account | Sign Out | Halp
Online Gateway

QOrganizations > Community Action Kentucky > Organization Invites

Details | Email Dnmn.4 Invite Users !Pem‘lim L i Manage Users | Recertification Dashboard

Please fill out the form below to invite a New User
* First Name:

or

* Last Name:
* Email Address:

2. Select Roles To Invite

Organization Admin Group(s)

| [u] [OKHBE Assister Organization Group |

Organization Roles

Assister Self Service Portal

Assister Training C: tone OnDemand [Add ]
CHFS SP External Visitors CHFS External SharePoint Sites

3. Selected Roles

Send Pending Invitations

Assister Training

Launch

— —

The Application Assister should now have the Assister Training Tile on the
KOG home screen |
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Complete the FFM Training and KHBE Trainings

Once the Application Assister has the Assister Training Tile, they should
complete the Federally Facilitated Marketplace (FFM) training and KHBE's
trainings. The FFM training is found on the Centers for Medicare & Medicaid
Services website and covers the Federal Health Insurance Marketplace, plan
eligibility, and the Application Assister role and responsibilities. KHBE's
trainings are provided through KHBE’s Learning Management System.
KHBE's trainings cover the Application Assister role and responsibilities
specific to the Commonwealth of Kentucky. Application Assisters should
follow the steps below to complete the FFM Training and the KHBE Trainings.

3. Complete the FFM
training through

CMS'’s website and
state trainings
through KHBE's LMS

Steps to Complete the FFM Training
1. Navigate to CMS’s Application Assister Training website:
e https://marketplace.cms.gov/technical-assistance-
resources/training-materials/training.html
e NOTE: If your agency contracts with KHBE select “State
Funded Assister or State IPA” at the start of the FFM Training
Complete the FFM Training
Pass the FFM Training Assessment with a score of 80% or higher
Send the FFM Certificate of Completion to KHBE
e Email in PDF format to KHBE at KHBE.Program@ky.gov
e Title PDF FFM Certificate with the following naming convention:
“First Name Last Name, Year (YYYY), FFM Completion Certificate”
o Example: "John Smith 2020 FFM Completion Certification”
e Mail: KHBE
275 E. Main Street, 4W-E
Frankfort, KY, 40621

HWN

Steps to Complete KHBE’s Trainings
1. Navigate to the KOG Homepage
e https://kog.chfs.ky.gov/home
2. Log into KOG using your Application Assister KOG credentials
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Help | @ English +

3. Navigate to the Assister Training Tile from the KOG dashboard
4. Click “Launch” from the Assister Training Tile

W lelelelelrfelal i ilelclnlal el ela]x]s]rlu ]l c]x]:]

a;?g;é::g? Assister Training Self Service Portal

The Organization Management Application

enables external butiness partner My0urpore Learn et public assistance
e tors
MEDICAID, CHILD CAE)

organizations to onboard and administer
access 10 users within theie organizations from through an online application and account.

3 centraized management tool

La“"‘h

Assister Training

MyPurpose Learning Management
system for Application Assisters

Launch

5. Navigate to the My Purpose homepage
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7PURPOSE

Be the BEST Version of Yourself!

% g P I .
e e Kl il Oz

LEARNING
— — I . EE—— E— ]

Please Note: It may take 24 hours for KHBE’s trainings to appear on My
Purpose after “Clicking” launch I

6. Type “"KHBE" in the search bar at the top right of the My Purpose
screen
""'{./_APURPOSE

—

KlowlEDGE A ¥
Sy s ABlLTY

s\gon?muce
TRANING

TEAMKENTUCKY

GROWIT+

PEOPLE PURPOSE

7. Look for the following trainings in the Global search results.
Complete the trainings in the following order.

e KHBE FFM Validation

e KHBE New Application Assister Training V2

e KHBE Benefind SSP Policy and System Training

e KHBE Privacy and Security Training

e KHBE KI-HIPP Policy Training

CCEEX
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7PURPOSE

Global Search

Epe

KHBE Privacy and Security Training

KHBE Assister FFM Validat

KHBE Benefind SSP Policy and System T

! KHBE Application Assister KI-HIPP Policy Training

= KHBE New Application Assister Training V2
ot

§ KHBE New Application Assister Training V

8. Click the hyperlinked title for each training to enter each training’s
“Training” Details screen

77PURPOSE

Global Search

S
=] =

] o
[T ol

KHBE Benefind 55P Policy and System Training I

KHBE New Application Assister Training V

WINIKIRIL]
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Click "Request” for each training to register for each trainin

Home

Nead Assistanca?

Profils  Connect  Leaming  Performance  Open Opporunities

A Seach  Traming Detals

Training Details

KHBE Application Assister KI-HIPP Policy Training

ubum . Cabinet for Health & Family Services . 1 haur

training is intended for A
ember 4,

tion Assisters. This training provides

his web-bas

Available Languages

varsion

Subjects

Employee Developmen

Curriculum

a review of the cument KI-HIPP program as well as insights on the upcaming changes 1o

10. Navigate to the My Purpose homepage

11. Scroll down and locate the "My Trainin

5/1/2020

mPURPOSE

NeedAssistance?  Profle  Comnect  Leaming  Covificaion  Cortent T Open Opportenibies

Reports  Admin

Kol EDGE

Skiys

S,,_Lm?mncz

TRANING

Be the BEST Version of Yourself!

LEARNING

ABluTy
GRoWTH

PEOPLETOPURPOSE

MyPROFILE

View franseript
(0 apgroved irmining selection|))
(Registered for % training seleciants))

Jobs FAQe

Leaming FAQs

Performance FAQs

MyPROFILE FAQs

MyCOMMUNITY FAQs

Accessibility Assistance FAQs

System Requirements & Miscellanesus

Click here if you have questions or need assistance

Due Date Action
Active Shooter 312020 Launch
KHBE Assister KIHIPP Policy Training None Launch
ISTEP for Non-Personnel Cabinet Users None Launch
Hew Employee Orientation None Mone
OCR Access to Health and Human Senvices None Mone
CHFS New Employee Crientation Nore Mone
Undzrstanding and Abiding by Tils V1 of the Nooe Hone
Civi Fights Act 1964

" box

For Training. Flease make sure you are using Internet Explorer 11 with the pop up
blocker tumed off_If you do not have Internet Explorer 11 you will need to use Google
Ghrome with the RoR up blecker turned off and the flash piayer enabled.

KY Training and Development Profassionals - Mark Kennedy has creted tha
cussion:

The Energy : 0 v
92852018 412 Pli- 0 Comments - Gonnest
KV Training and Development Professionals - Jessics Wolfs has orasted the
oo

A message from ODET's Executive Director Tifany Yeast What an amazin
9252018 541 P~ 0 Comments - Connect

Meister

KY T ' Development
disoussion.

Just want everyone to know that due to the small ize of our elassroom
34/2019 6:27 AN -0 Comments - Connict

KY Traiing and Development Professlonals - Alan Welstes has ostedthe

oot Afermoon To il of you, iy name e Alan Westa o m he e
e S e b

KY Training and Development Profassionals - Mark Kennedy hasresshied s  wi

Page 16 of 23




12.

13.

14.

KHBE Application Assister Welcome Packet

Click on the “My Training” hyperlink at the top of the "My
Training” box to go to the “"Transcript” screen

Due Date Action
View transcript

(0 approved training selection{s))
(Registersd for 4 raining selection(s))

KHBE New Application Assister Training V1 3122020 Open Curriculum

Learning Your Way @ Commonwealth U 4.0 6162020 Launch

NAT Remediation Training None Open Curriculum

OCR Access to Health and Human Services Hone None
MyCAREER FAQs CHFS New Employee Orientation MNone: MNone:
MyLEARNING FAQs Understanding and Abiding by Title VI of the Civil None Mone

Rights Act 1964
MyPERFORMANCE FAQs

MyPROFILE FAQs
Vi C For Training: Please make sure you are using Internet Explorer 11 with the pop up blocker turned
MyCOMMUNITY FAQS off. If you do not have Internet Explorer 11 you will need to use Google Chrome with the pop up
blocker turned off and the flash player enabled.

Accessibility Assistance FAQs

System Requirements & Miscellaneous Social Feed

Gliek hers iTyou have questions or need assistance . Accessibility Focus Group - Elizabeth Cram has received a reply fo the discussion
¥

Ioved seeing this good news regarding accessibility in Kentucky. Tha
372612020 8:56 AM - 7 Gomments - Gonnect

Accessibility Focus Group - Neil Popplewell has received a reply fo the discussion:
Future Accessibility Guidelines—for People Who Can't Wait to Read Them
3/5/2020 5:17 PM - 1 Comments - Connect

Click "Open Curriculum” next to each KHBE Training

Justin Mullins Bio Feedback  Transcript  Actions ¥  Snapshot

@ > JustinMulling » Transcript: Justin Mullins

Transcript: Justin Mullins

raining. ***Please make sur

Use the transcript to manage all sing Intermet Explorer 11 with the pop up blocker tumed off. 1 you d ave intemet Explorer 11 you will need to

% 500

Active™ | ByDate Added ™ | All Types™ T

Search Results (2)

’ KHBE Application Assister KI-HIPP Policy Training
Due: No Due Date Status: Regist

Due: No Due tatus: Reg

i KHBE Privacy and Security Training

Click “Activate” from the training details screen and the
“Activate” button will switch to “"Launch”
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e '‘MPURPOSE

Home  MesdAssismnce?  Prome  Connect

KHBE Application Assister KI-HIPP Policy
Training

HDAKHBE KI-HIPP V1 Mod 1
Status: Not Actuated Due: No Due Dt

HDAKHBE KI-HIPP V1 Mod Assessm
" e ining  Due: No Due Dat

fornerstone

Options *

15. Click “Launch” next to launch the training

PURPOSE

NAT Remediation Training

0%

HDAKHEE NAT Remediation Mod 3
St Perig Frior g DUk NG Dk Date

HDAKHBE NAT Remediation Mod Assessment
Status: fercig Frior Treng Dues e D

| _cornarctona

sie. Training Hours: s

Optians ™

16. Click “"Agree” from the Training Agreement page

Extensive Content. Countless learming opportunities,
Free to you. Wherever you go. That's CommonweathU!

Ready to dive in? A few quick things.

To view courses during regularly scheduled working hours,
seck approval from your supervisar before taking the course.

You're free to take courses at home, any time of day, without
approvall Please ba aware, howaver, that you will not be
compensated for training completed outside of your regularly
scheduled working hours without advance approval of your
supervisor.

Have FUN! CommonwealthU has THOUSANDS of courses that
are free for you. You'll find many courses from third-party
vendors, Please remember that if a course conflicts with
Kentucky andfer federal law, Kentucky and/er federal law will
control.

System Requirements:
===you must allow pop-ups on this site. ===

Supported Browsers:

Microsoft Intemat Explorer 11 or Edge, Google Chrome,

Safari 8 or higher, Firefox 4 or higher, Opera 27 or higher,
Mobile devices running i0S 9 or higher or Android 5 or higher

17. Click the training play button once the training pop-up appears to

start the training

5/1/2020

Page 18 of 23




KHBE Application Assister Welcome Packet

18. Complete the all required KHBE's State Trainings. Remember:
Application Assisters should complete KHBE’s State Trainings in the
following order

e KHBE FFM Validation

e KHBE New Application Assister Training V2

e KHBE Benefind SSP Policy and System Training

e KHBE Privacy and Security Training

e KHBE KI-HIPP Policy Training

CCEEx

—— — ——— e E— ——— e E—— —

A full list of KHBE’s Trainings can be found in the Application Assister I
| Training Curriculum at the end of this Welcome Packet. For more I

information on accessing KHBE’s Trainings see the Application Assister
I LMS Quick Reference Guide on KHBE's website: KHBE.ky.gov.

| I — — — — — — —
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Inviting the Application Assister to the Assister Role

Once the Application Assister has completed the FFM Training and the KHBE
Trainings, the Organization Administrator should then invite the Application
Assister to the Assister Role in the Kentucky Online Gateway (KOG). This
process is similar to inviting Application Assisters to the Assister Training Role
and will send an approval email to KHBE. See the steps below for how
Organization Administrators should invite Application Assisters to the Assister
role.

Steps for Organization Administrators to invite Application
Assisters to the Assister Role
1. Navigate to the KOG home page using Google Chrome
e https://KOG.chfs.ky.gov/home
2. Select “Citizen or Business Partner”

Welcome to the Kentucky Online Gateway

lama

— ® Civzeno -
5

Sign In Create Account

Select “'Sign In” located at the bottom of the screen

Sign into your KOG account using your user name and password
Click “"Launch” on the Organization Management Tile from the KOG
Dashboard

nhw

Organization Management

The Organization Management Application
enables external business partner organizations
to onboard and administer access to users
within their organizations from a centralized

management tool.

| Launch ||

6. Click "“Manage” next to the organization you need to manage
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Kentucky

Wlcome Justin Mullins | Ny Account | Sign Dut | Help
Online Gateway

Org Name

Organization Name

Organization Type Name
Accent Therapeutic Services

OKHBE Assisters

Select the “"Invite Users” tab and search for the Application
Assister’s name in the “User to Invite” search field
Click “"Add"” next to Assister Role and Self Service Portal

Click “Send Pending Invitations”
Kentucky

Online Gateway

Wiskoma Justin Mullins | Wy Account | Sign Out | Halp

Organizations > Community Action Kentucky > Organization Invites

Details | Email Dnll'!.lml Invite Users Ipen!l\nn

1. User to Invite
our

Please fill out the form below to invite a New User
* First Name:

Manage Users | Recertification D

* Last Name:
* Email Address:

2. Select Roles To Invite

Organization Admin Group(s)

| [m} [OKHEE Assister Organization Group

Organization Roles

Assister Self Service Portal
Assister Training i OnDemand Add
CHFS SP External Visitors CHFS External SharePoint Sites [ Add |
3. Selected Roles

| Send Pending Invitations |

. e |
|r An approval email is sent to KHBE to approve the Assister Role.
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Confirming Completing of KHBE Training

Once the Organization Administrator sends the Assister Role invitation an
approval email is sent to KHBE to approve the Assister Role. KHBE verifies
that the Application Assister has completed their KHBE trainings and that
they have sent their FFM Training Completion Certificate, in the proper
format, to KHBE. Once KHBE has verified training completion, they will
approve the Application Assister for the Assister role resulting in access to
Benefind Self-Service Portal and the Benefind SSP tile appearing on the
Application Assister’'s KOG dashboard. See the SSP tile below.

Self Service Portal

Allows Kentucky’s families to easily access
public assistance benefits(SNAP, TANF,
MEDICAID, CHILD CARE) and information 24/7
through an online application and account.

Launch

Finish: The
Application

Assister / CAC has
now completed
onboarding
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KHBE's Application Assister Training Curriculum

Application Assisters and Certified Application Counselors (CACs) are
required by KHBE to complete trainings to become an Application Assister
or CAC. Additionally, KHBE requires annual trainings to maintain the
Application Assister or CAC status. Below is the KHBE Application Assister
and CAC curriculum. It is broken into initial trainings for new Application
Assisters and CACs, and Annual trainings.

oy .. Trainings required by KHBE to become an Application
Initial Trainings ' ,_ icicr or CAC:

3

Annual Trainings annually required by KHBE to maintain the
Trainings Application Assister or CAC role:

New
Application
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Benefind
System

. Agency
Privacy and Administrator

KI-HIPP |
Security (Admins Only)

_ Org.
Privacy and Administrator

Security

(Admins Only)

Open

Enrollment

I The KHBE program may require Application Assisters to complete
I additional training to continue to improve the Application Assister
I Program. For further questions please contact the KHBE Program email
|

inbox at KHBE.Program@Kky.gov.
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